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APPLICATION FOR RECORDS R ETENTION SCHEDULE DEPARTMENT DE Mino aRY OF STATE
> RECORDS MANAGEMENT DIVISION

’ v > IN§THUCTIONS See Pubhcatlpn No. 76—RM—1 for instructions on completing this form. Forward signed ariginal to
o Cepartment of Archives and Histary, Records Management Division, 330 Caputol Avenue Atianta Gec)rgla 303"’4
: Attention: Scheduling Section. . .

i

! FOR AGENCY USE 1. Agency Address . _ S FFoa RECORDS MANAGEMSENT USE
' acoucstion Dats ' ?:QOJ‘LQM Ponts Auha% D : Application Number ‘
; ' inance Divisdion, Credit Union epa}utmemt — A
(. 1/17/84 | Post 0ffice Box 2406 | 18—-—243—RA
B Aoou_at:cn Numbar o Sab;annah Geo rg w 31402 - - - . : Date Recsived Date Complated
i 112 R _\JAN24g§; |ESEP241984
© 2. Parson to Contact : . ' ' Workmg Title Te!ephone Number g

b

‘ C)'Led,ot Union Assistant 912-964-3995
3. Action Requested . -
a. 3 Estabusn Retention Schaduie; record will continue to accumulate.
b. O Disposa of present accumulatlg : no further accumutation anticipated. :
g X Amend Application No, . 78743 __ Check One: & Change; O Supercede; O Void

Datas of Series 5. Records Series Title (followed by title used in office; if different)
; carlreﬂ Latest
. 1979 | To Date Credit Union Thansaction File o
f €. Ciwmision and Office Function What is the function of the Division and the Of-frce in which this record series is creatad?

j The Dinecton of Fmance iA nesponsible 150}1 the accounts oﬁ the Authonity and establishes .- -
' and maintains accountcng methods and procedures fon the Authority. He approves all expemu o
gon the Dinectorns' meetingsd; is nesponsible for the auditing and accounting provisions of
all contracts, Leases and agreements of the Authonity;. pfww.du protection of the assets
with adequa,te internal contrnol pricedunés and assures proper Lnsurance coverages ﬁo):. the
Authority's properties; coordinates the preparation of the annual budget with the .. .
, vardous divisdions. Under his supervision, monthly financial neponts anre published and
nelated ginancial and cost data neconds are prepared and d,cAWbu,ted The Credit Union
L8 a parnt of his ne/syaom,cbw/ty o

e e L ..

1

7. Record Series Description This file contains the fol!owmg documents (mc!ude form numbers and titles, if any).:

Attach samples of the file. R A
Documents retating to: Maintaining a necond of transactions of individual members of G.P. A o

Crhedit Union and ac/twme»s between Credit Union and banks.

included are: Monthti j working files con,ta,m,cng deposit sLips, voided checka, Auppofut -
for miscellaneous deductions, support fon miscellaneous jou/wa,ﬂ entnies,
hequests fon withdrawals, credit union deduction change ﬁon.m bank o
statements, neconciliations and cancelled checks.

File is arranged: ChronoLogically

8. Moanthly Raferanca Rate how aften are records referred to which are:

~ One to six months oid ___cx_A,Ly_ Seven to twalve mcnths oid .._Lé___ Thlrtean to twenty- four months old _maﬂi.bi.y

twentv -five months and oider 0 ?

3. Annual Rate of Accumulatron of Remrds D ? B
| Letter-size drawers Legal-s:ze drawers _.....L._.___ Shelves __._m.....;_Other (specify}

AA—-50—71; Rev. 78 : s
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YES | NO | 10. Questionnaire _ (Place an “X"«n the ;irpger_coL@n) - : -

a. s this the official copy of the series? - . A .
X If not, where is it? . - ; st
y b, Does the series conta;n confidential information requiring security handling? It yes, cite law or regulatlon -
: 3 - . . -
X | _c. ls this a vitai record? : ) . ' ;7 !

X I d, Does this series have historical or long term research value? 4

e. When one or two documents in. the file make it necessan/ 10 keep the entmre fxle for a long period, could thesa
m_mgmmly? . -

x| f lsth eri

g. Is the mformatton contained in this series ever analvzad and/or recorded ina summarized report?

X _If ves attach copv, Financial Repont, General ledgen, A & I Monthlu Report

| n. Is there a duplication of this series in your offica, or in another offica or agency?

X _If ves, where?

X LJsmngwamaummzmxmmnnﬂmmMnmjmnmmmd’ .

X i, Does the record series resuit in 3 computer printéut? -
11. Retention Requiremaents . The foitowing requires the series to be kept:
3. State Law i years. . d. Audit period _ .Yyears,
b. Statute of limitation (o : vears. e. Administrative need 4 years.
a. Faderai law ‘ —_ vears.  ¥. Faderal retention instructions - ...Years.

!

Attach copy or excerpt of laws or regulations. Explam admimstratwe need. ST _ : -‘
Dodute of limbeton for adhon on checks 18 (o yeows (Gray v Not'l
Rant and frost (s, 154 _cx,. APP‘ 7561, 276 S.E.24 _Lv—& (\qao)

Qe A Q-:'S‘-?-U; |

12. Anmved Dlsposat:on Instructions Thts agenw recornmends that the file senes be cut ort at the end of each

SR .. Calendar Year' C! Fuml vear; O Other — L ‘ then,
X Tmmﬁm to uau,&t ﬁon one yeaft, o o o :
-3 Hold in the turrent files ares . month(s)
@ Transfer to local holding area, hbld _L;Li_vear(s! then
0 Transfer to State Records Center; hold e year(s); then
3 Destroy.
O Transfer to State Archives for permanent retention,
O Other (Specify}

vear(s\ then

3 - S S S
Thess instructions apoly to all prior and future accumulations of the series.
Agengy Head/Designee (Siénature) Date ) Re;nfds;MatLgement Qfficar (Signature) ] Date
.ol %//
ﬂ//// A~ /IP//f’ ( 42/ @i}g/ /’/7’4
- 4 :
. : - Stats Records Coxnu(nn (Stgnarure Date
Recommendations in para- } _ / ) :
graph 12 are approved, ~ State Auditor/Designee 4 (< ?'f
(If disapproved, attach latter |
of explanation.) | Sacretary of State/Oesigries. 7/(0/ W
sy Attorney General/Designge _ AM é
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LN NN OFFICE OF THE SECRETARY OF STATE
£y APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
L N - . e+ oo eenv e | RECORDS MANAGEMENT DIVISION _
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to l

| Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
E Attention: Scheduling Section. ' . {
| __ FORAGENCYUSE _ |1, Agency Address

1

| ' . | FOR RECORDS MANAGEMENT USE |
" Appiication Date ‘ Georgia Ports Authority Application Number o
! 10-13-78 Finance Division TR-24 3 :
b == —-——  Post Office Box 2406 o e
\ nolication Numbaer : Savannah, Georgia 31402 ‘ - Date Recsived . %ate Coénpelated
33 T 0CT 27 1978 | 1978

2. Person to Contact

i

! o L — e
Working Title Telephone Number

‘ John Rowland

! : g

~_Accounting Manager . 964-1721, 264

3’._7 ction Requested ;
a. X Estaousn Retention Schedule; record will continue to accumulate.

b. {1 Dispose of present accumuiation: no further accumulation anticipated.
L _¢. I Amend Application No. ... . ... . ... Check One: 0] Change; [1 Supercede; [] Void .
1 8. Daiss of Series 5. Recneds Series Title (followed by title used in office, if different)

2riiace '
lEMﬁeL Latest Credit Union Transaction Files ' (Monthly Working Files, Bank
1976 | To Date | Statements and Reconciliations) ~__°~ -~~~ =
!'-6. Division and OFfice Function What is the function of the Division and the Office in which this record series is created?
The Director of Finance is responsible for the accounts of the Authority and establishes
and maintains accounting methods and procedures for the Authority. He approves all expenses
for the Directors' meetings; is responsible for the auditing and accounting provisions of
all contracts, leases and agreements of the Authority; provides protection of the assets
with adequate internal control procedures and assures proper insurance coverages for the
Authority's properties; and coordinates the preparation of the annual budget with the
various divisions. Under his supervision, monthly financial reports are published .
¢ and related financial and cost data records are prepared .and distributed. The purchasing
function is also a part of his responsibility as well as the maintenance of all contracts,
Teases and agreements of the Authority. .

S N i
7. Record Series Description This file contains the foi!owir?g documents (ing:lude form numbers and titles, if any): :
/Maintaining, a record qf . . , .
Documents relating to: transactions o?'3n81v1dua1 members with G.P.A, Credit Union and
activities between Credit Union and Bank.

Included are: _ Monthly Working Files - deposit-slips, voided checks, support for
miscellaneous deductions, support for miscellaneous journal entries,
request for withdrawals from members shares account, credit union

‘ deduction change form. Bank Statements and Reconciliations: bank

l statement, reconciliation and cancelled checks. o |

File is arranged: Chronol ogi cal : : i
"8, Monthly Reference Rate " How often are records referred to which are: o T T
One to six months old —_ 32 _____; Seven to twelve monthsold __ 2 ___; Thirteen to twenty-four months old 0 ;
twenty-five months and olderLL___ ? . _
9. Annual Rate of Accumulation of Rerords o ) :
Letter-size drawers _..-. . ....; Legal-size drawers I S ;Shelves_________; Other (specify)

NR-50-73; Asv.76 T ’ o T lovert
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| YES I NO | 10. Ouemonnaure {Ptace an_ "X" n the he proper column) _ __,,7__““ _,_,i:—v:;__,e*;_::
a. ls this the official copy of the serles? - -~
X b | ___Ifnot, where isit? S — - _ : S e
b. Does the series contain gonfldentiai mformatlon reguiring security handlmg? If yes, cite law or regu.l'atio_n.
| X | 4 __Privacy Act _ SR A 3 U O ;
X c._ls this a vital record? B ' . /

1 X | . _ documents be scheduled separately? . e
|1 X | f, Isthe information contained in thjjgr!eseuez,pubhshed? If vsseanach CQQL - , e -
g. Is the information contained in this series ever analyzed and/or recorded jn summanz
| X _If ves. attach copy.. _Financial Report, General Legger,_ % E‘hd1 eport
X h Is there a duplication of this series in your office, or in another office or agencv?
.t | __  Wyes.where? S — - S
T __>_<__ s this series for a major portion of it} reguiariv mrcrofnmed? e S e
X L L_Does the record series resuit in a computer printout? . ___ e
th Retention Requiremcnts T The following requires the series to be kept
4 . . :
a. State Law . .years. d. Audit period —_—— .. L Years,
b, Statute of limitation . . . _. . . .years. ' e, Administrative need — ~.years,

AR-86-71; Rev, 76" | ~ (Reversesige) T "

- B PR W — — e — - - - ——
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_d. Does this series have historical or long term research value? e
e. When one or two documents in the file make it necessarv to keep the entire fule for 2 long penod could these

¢. Federal law —— e ... YE3rs, ' f. Federal retention instructions . _. . . _vyears,

Attach copy or excerpt of faws or regutations. Explaln administrative need.

[, . i - . g UL U R
12. Apcraved Dispositlon lnst:uc‘ions _ Thls agency recommends that the file series be cut oﬁ at the end of each

® Calendar Year; D Fiscal vear; O Other - — __.._then,

& Hold in the current files area 7,-,.__*month(s) 2. .year(s); then
% Transfer to local holding area, hold -2 . .year 1s); then

[0 Transfer to State Records Center; hold —__ . . . _year(s}); then

A Destroy,

O Transfer to State Archives for permanent retention. '

O Other {Specify} ‘

These instructions apply to all prior and future accumulations of the series. f

B g e 7. e — g e i ————

_ﬂgency HeadIDestgnea (S 3nature} ) | Date

O Ll /.14.{-3_/_3&@@_

State Records Commn;tee {Signature} L Date"

PSRN S

Recommendations in para-
graph 12 are approved. _ State Auditor/Designee

(/f disapproved, attach letter 7
of explanation.) Secreta ate/Des:gnee

Attornev General/ Desngnee

v
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